Careers — Search for a Job Guide

K&ﬁSB:S Careers Job Aids (jobs.ks.gov)

Search for a Job

NOTE: The Careers portal will automatically adjust to the size of the device you use.
Performance or access can be impacted by your device and your internet service or
Wi-Fi connection.

Start on the Kansas Employment Center website at http://jobs.ks.gov

1. On the Home page, click on the ‘Click here to Search and Apply for Jobs’ link to
enter the Careers portal.
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Welcome to the State of Kansas Employment Center & Careers Portal!

Thank you for your interest in working for the State of Kansas. Find a great job and meaningful work in public service to Kansas and its citizens. Our portal provides
you the opportunity to search and apply for a large variety of careers. Use our Help and Instructional Guides to assist you throughout the process.

Important Messages Customer Service

User Name and Password Help:
296-1900 (Topeka) or toll-free 1-866-999-3001
Hours: Mon-Fri, 8:00 am-4:30 pm

Job Posting & Application Questions:
Contact the job posting's Agency Recruiter

First time using Careers? Look through our
instrucfional guides for how-to jump start

General Questions or Assistance:
Email us at pswebi@ks.gov

Bookmark this page! Other pages may change,
hut this page remains at jobs ks gov

Click here to Search

Use the ‘Need Help? link when inside the and Apply for Jobs

Careers portal to access this page.

Links

Resources Help Guides

« Tax Clearance (KDOR) « How to Search for a'Job - Instructions « Americans with Disabilities
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2. Registration is not required for searching, viewing results, or viewing the job details.
All other functions require a user to register for an account first or sign in.

The page Navigation Menu is always available if you click the 3 vertical dots in the top
right corner of the page. The menu options include the Careers page menu options
when you sign in. This is where you can find the Sign Out link.

3. Click the View All Jobs button to view all jobs.

Narrow your search results by entering keywords in the Search Jobs field.

State of Kansas

C areers Careers Portal

Careers
Search Jobs 3
Search by job title, location, or keywaord | - ‘ areers N
Sign In
Welcome Sign In | New User
New User

Search and review jobs from this page without registering. When you are ready to apply,
registration only takes a minute. Once you register and your account is created, then you
can upload documents, apply for jobs, and access our online carser tools.

View All Jobs | — >
(] Iy Job Notifications >
My Job Applications >
Iy Favorite Jobs >
Q) My Saved Searches >
e My Account Information >

Tips:
* If you just used Forgot Password and are signing in with your temporary password,
please make sure to change your password before you do anything else

These search options all take you to the Search Jobs page.
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4. Enter keywords in the Search Jobs field and click the arrow button (or press the
Enter key) to start the search. The search looks through the Job and the Job
Description pages.

Keywords can be a part of a word, a single word, or a group of words that are used to
describe a job title/profession, the work duties associate with a job, common lingo or
words used in a line of work, a location like Kansas County, or an agency name.

State of Kansas T,
Careers Careers Portal ] ; 3¢
< Careers Search Jobs
« Location Search Jobs
Search by job title, location, or keyword | -2 | ~

Shawnee County (36)

Clear Search Save Search
Ford County (15)

280 jobs found
Pawnee County (18)

Wyandotte County (17) ‘

Cowley County (14) Job ID 197809

Location Shawnee County

Johnson County (12)
Agency Board of Regents

Miami County (11) >
Department Facilities
Finnay County (8) Posted Date 03/04/2021
More Close Date Open Until Filled
Posting Type External
- Agency Name
Video Monitor Testing
) Department of Transportation
— (62) Job ID 197808
— Dept for Children and Families Location Shawnee County
~(54) Agency Osawatomie State Hospital N
[ Veterans Commission (24) Department Safety & Security
[ Lamed State Hospital (18} Posted Date 03/03/2021

Close Date Open Until Filled
Posting Type Extemnal

[J Highway Patrol (15)
- Department of Administration
O 391

KPRC Intake Protection Specialist

) Kansas Dept of Agriculture (12) JobID 195316
of

Wamnnn Rlasiealaminal bnnsioia

To reset the search, click the Clear Search link.

T State of Kansas
C areers C.‘r::m;s Portal

£ Careers Search Jobs

« Location Search Jobs
Search by job title, location, or keyword | -2 |
Shawnea County (96)
Clear Search Save Search
Ford County (19)

280 jobs found. el
Pawnee County (18}

Wyandotte County (17) |

Cowley County (14) Job ID 197809
Johnson County (12) Location Shawnee County
o Agency Board of Regents
Miami County (11) ’
Department Facilities
Finney County (8) Posted Date (03/04/2021
More Close Date Open Until Filled
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5. To sort your search results, click the Sort button (button shows an up and down
arrows) which is located right above the right scroll bar. Choose how you would like to
sort the results.

State of Kansas Sort b
Careers| cou: rona
Job Title
£ Careers Search Jobs
Job ID
« Location Search Jobs Location
Search by job title, location, or keyword | o d ‘
Shawnee County (96)
Clear Search Save Search Agency
Ford County (19) .
280 jobs found. Department

Pawnee County (18)

[ = =] ‘ Posted Date
Wyandotte County (17} -

Cowley County {14) JobID 197809 Posting Type

Johnson Caunty (12) Location Shawnee County
. X Agency Board of Regents
Miami County (11) . >
Department Facilities
Posted Date 03/04/2021
More Close Date Open Until Filled

Posting Type External

Finney County (&)

« Agency Name
Video Monitor Testing

6. Click the Grid View icon on your computer (not available on mobile devices) if you
prefer to see the search results displayed in a grid view. Once you select this view, the
search results will be displayed this way for all your searches unless you decide to click
back on the List View icon. Each of the Columns can be used to sort the results in
ascending or descending order. To change the sort, click on the up and down arrows
next to the column you want to sort. Once you click the arrow it will display either as an
upward-pointing arrow indicating that jobs are currently sorted in ascending order (A to
Z); or a downward-pointing arrow indicates that jobs are currently sorted in descending
order.

All sort options except for Posting Date initially use an ascending sort. Sorting by
posting date shows jobs in descending order (most recent first).

State of Karsas EEN
Ar€EerS | Casers Porial l(ans_.d .
< Careers Search Jobs i
w Location Search Jobs
Search by job itle, location, or keyword ‘ > |
Shawnee County (96}
Ford County (19) Clear Search Save Search
Fawnee County (18) 280 jobs found

W T
Wyandotte County (17) ‘ = E o Grid View

Cowley County (14) ~ didend Al
Johnson County (12)

Job Title © Job D eation © Agency Department © sted  ¢jose Date Posting

Po: Favorite
View
Date Type ob &

Miami County (11) L
Finney Gounty (8) Consultanc* 197809 Shawnee County  Board of Regents Facilities 03/04/2021 Open Unti Filed Extemal No | > ‘
Saline County (7) \ —
Sedgwick County (6) ‘{é“;ﬁg‘“”"‘" 197808 Shawnee County  Osawatomie State Hospital  Safety & Security 03/03/2021 Cpen Unil Filed Extemal  No | > ‘
Riley County (5) o
KPRC Intake I
Seward County (5) Protection 195316 Wyandotte County  Dept for Children and Families Prevention & Protection Srvcs 11/15/2020 Open Until Filed Extemal No | > ‘
1 miatta Cannh 141 Specialist —
More Child I
Protection 197796 Bourbon County Dept for Children and Families East Admin Reg - PR Only 3 10/02/2020 Open Until Filled Extemal No | > ‘
w Agency Name Specialist o
General ]
— Depariment of Transportation Maintenance 197804 Multiple Dept for Children and Families \West Admin - Reg PR Only 1 10/02/2020 Open Unil Filled Extemnal No | > ‘
(62) & Repair Tech -
— Dept for Children and Families LIEAP Human '
(54) Services 197801 Wyandotte County  Dept for Children and Families Employment & Economic Services  10/02/2020 Open Until Filed Extemal No | > ‘
Specialist —

O Veterans Commission (24)
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7. Click a value in one of the available search categories in the Filters pane. To narrow
your search results further, choose a value from another category.

To remove a single filter, click the X in the filter. To remove all the applied filters, click

the Clear All link.

State of Kansas
Careers Portal

Careers|

£ Careers

Search Jobs

Kansa

Search Jobs

w Location
Search by job title, location, or keyword

=]

+ Shawnee County (93)
Ford County (19)
Pawnee County (18)
Wyandotte County (16)
Cowley County (14)

Clear Search

—

Shawnee County (£ External ()

83 jobs found

EEl=

Administrative Assistant

Johnson County (12)
IMiiami County (11)
Finney County (8)

More Job ID
Location
+ Agency Name
Agency
7 Department of Transportation Department

(14)

) Department of Administration
—(12)

Posted Date
Posting Type

— Kansas Neurclogical Institute

Franenltant

Currently Available Filter Categories:

Save Search

Clear All

197810

Shawnee County

Department of Administration >
HR Information Services

05/05/2021

External

b Location

Location: Where the job is located. Kansas
Counties, Statewide, and Out of State are
options.

P Agency Name

Agency Name: The name of the agency
where the job is in.

P Posting Type

» Jobs Posted Within

Posting Type:

External: Anyone can apply
Internal: State employees and those
with reemployment rights.

Agency: Agency employees and
those with reemployment rights.

» Job Closing In

Jobs Posted Within: A date range of when
the date the job was posted to Careers.

» Full/Part Time Status

Jobs Closing In: A date range of the last
date to apply for a job.

Full/Part Time Status: The position has
full time hours or part time hours.
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8. In the search results, click anywhere on a job (turns light blue when you hover) to
view its Job Description page.

Consultant

Job ID 197809
Location Shawnee County
Agency Board of Regents

Department Facilities

Posted Date 03/04/2021

Close Date Open Until Filled

Posting Type External

9. The Job Description page will open. Read details about the job, contact information,
and application instructions. The job posting is organized into sections so each job
posting will have the same information in roughly the same place.

Important! Make note of the Agency, Recruiter contact information, Job ID, required
documents and application instructions so you can reference them after the job posting
closes.

Stete of Kansas

Careers |5/ Kiénsa

< Search Jobs Job Description

4 Previous Job KPRC Intake Protection Specialist Mext Job )

Job ID 195316 Full/Part Time Full-Time
Location Wyandotte County Agency Dept for Children and Families

RegularTemporary Regular

17 Add to Favorite Jobs

fui Email this Job

Job Posting

Kansas

Important Recruitment Information for this vacancy:

Job Posting closes: Open until filled

Agency Information:

Kansas Department for Children and Families
Prevention and Protection Services
Administration - Kansas City

www.def ks.gov

About the Position:

Who can apply: External
ClaceifiadlInrlaceifiad Qarvirar |Inclaceifiad
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The Important Notice is at the top of job postings that do not use the Careers job
application (the Apply for Job link will not work). Scroll down the Job Description to the
Job Application Process section to learn how you can apply.

S
Careers|2
< Search Jobs Job Description
Previous Job Administrative Assistant Next Job p
o —
App or Job
JobID 197810 FulliPart Time Fart-Time -
Location Shawnee County Agency Department of Administration
Regular/Temporary Regular
T Add to Favorite Jobs
bmi Email this Job
Job Posting

Kansas

! Important Notice to those applying for this job !
To apply for this job, please see the Job Application Process section below.

This job posting does not use this site's online application. The 'Apply for Job' button will not work.

10. To go to another page, click the Previous Job or Next Job links to move to
another job description. To go back to the search results, click the Search Jobs button
in the top left. To go elsewhere in Careers, click the Navigation Menu (3 vertical dots)

and choose a page from the options available.

,| State of Kamsas R
C dre er&ﬁ Capeers Portal l(:dn Sd

¢ Search Jobs Job Description

KPRC Intake Protection Specialist Next Job p

o]

4 Previous Job

JobID 195316 Full/Part Time Full-Time
Location Wyandotte County Agency Degpt for Children and Families

RegularTemporary Reqular
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